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Planning Form for Celebration of Mass with the Bishop
Please complete entire form and submit  2 weeks before event to:

ANNE EDWARDS, SPEC. ASST. TO THE BISHOP
Email:  aedwards@richmonddiocese.org;    Fax:   804.358.9159 

7800 Carousel Lane, Richmond VA  23294   804.622.5251
Parish: ________________________________

City:  _________________________
Occasion: ___________________________________________________________________



Date: ________________
Time: ____________


Minister of Celebration MC determined by the Bishop’s staff ________________________________

Contact Person for Liturgy: __________________________________
Phone: _________________


Email:  _____________________________________________________________________

Music Minister: ______________________________

Phone: _______________________________



Email:  _______________________________

Presiding Celebrant:





[   ]
Bishop Francis X. DiLorenzo



[   ]
Bishop Walter Sullivan




Concelebrants:

__________________________________________________________________________________

__________________________________________________________________________________

Deacon/s:
[   ]Yes
      [  ] No   __________________________________________________________________
Will carry the Book of the Gospel, read the Prayer of the Faithful, & be Minister of the Altar & Cup
Altar Servers:
_____________________________________________________________________
Three servers are needed and will practice with the MC one hour before the liturgy.
Extraordinary Ministers of Holy Communion  

Extraordinary Ministers are to assist if there are insufficient priests and deacons present. Several EMs could be ready to assist the concelebrants, who may not know where to stand.

All Liturgical Ministers  will gather with MC to rehearse 1 hour prior to liturgy.

Liturgical Information
Parish:
____________________________

Date of Event:  __________________________

If Knights of Columbus or other groups are participating, they enter before the liturgical procession.
Introductory Rite
Liturgical Procession:

Will be coordinated by MC
Crucifer, Servers, (Lector with Gospel Book), Deacon with Gospel Book, Deacons, Concelebrants, Pastor, MC, Bishop
Entrance Song:  _______________________________________
Penitential Act

[   ] Option A.  Blessing and Sprinkling of Holy Water


[   ] Option B.
Penitential Rite

[   ] Recited by Celebrant
[   ] Sung by Cantor



A.___
B. ___  C. ___
Gloria


(Separate from the Sprinkling Rite)

[   ] Yes, sung on Sundays, Solemnities & Feasts


[   ] No, omitted on weekdays  
Liturgy of the Word

First Reading:

_____________________ (Lect. # ___)
Reader: ________________________

Responsorial Psalm:  
____________________________
Cantor: ________________________

Second Reading:  
___________________ (Lect. # ___)
Reader: ________________________

Gospel:


___________________ (Lect. # ___)



[   ]   Deacon    ______________________________


[   ]   Concelebrant   __________________________

Special Rite:
Please attach additional material for a special rite.  See Addenda
Homily:
[Special Rite]
Prayer of the Faithful:

Please attach/send a copy of the Intercessions

[   ]   Deacon

[   ]   Reader

[   ]   Cantor

Liturgy of the Eucharist

Song for Preparation of Altar & Gifts:  ____________________________________________
Eucharistic Prayer Acclamations: (Mass setting)  _____________________________

Communion Rite
Lord's Prayer

[   ]   Recited
[   ]   Sung

Communion

Reserved Eucharist is to be used for emergency only.  

Communion Song:  _____________________________________________________
(Song of Praise:  _______________________________________________________)

Prayer after Communion

Concluding Rite

Pastor may address the parish community
Announcements

By: __________________________________________

Blessing and Dismissal
Recessional Song:  ​​​​​​​​​​​​​​​​​​​​​​​_______________________________________________

*
*
*
*
*
Reception after Mass


[   ]   Yes, where?  ______________________________
[   ]   No

OTHER INFORMATION

The Minister of Celebration will be present at the rehearsal which should include all liturgical ministers and which should be held 30 minutes before the liturgy, unless arranged otherwise.

A Lector, or a Deacon if present, processes in with the Book of the Gospels.


Will incense be used during the liturgy?
___ Yes   ___ No  

If yes, please indicate:


At the Gathering:






_____


At the Gospel:







_____


At Preparation of Gifts:
Incense of Gifts, Cross, Altar &







Incense of  Bishop & Assembly


_____
Addendum I
RITE OF INSTALLATION of PASTOR

(See Book of Blessings, #2012)
Presentation of Pastor:

The pastor is presented by the Bishop between the Gospel and the Homily

Presentation of Parish Staff:  
After the Homily, the Parish Staff is presented.  
They stand as they are called by name. 

Please attach a list of the names of all the parish staff (clergy, deacons, and other members)

Presentation of Parish Council:  
Parish Council is presented as a group.  The pastor will come forward to greet them individually.

Profession of Faith and Oath:  
The Pastor leads the Profession of Faith, followed by the recitation of the Oath to the Bishop.

Addendum II
Ordination of Deacons
Procession
Candidates walk in front of the Deacon with Book of the Gospels
Liturgy of the Word
After the proclamation of the Gospel , the Book is returned to the altar\

Calling & Presentation of the Candidates  
Takes place before the Homily

Election by the Bishop & Consent of the People 

Homily

(Commitment to Celibacy)

Examination of the Candidate 

Promise of Obedience

Candidates knee before the bishop with joined hands

Litany of Saints
Candidates prostrate themselves

Laying on of Hands & Prayer of consecration

Candidates kneel before the Bishop
Investiture with Stole & Dalmatic
Candidates vest
Presentation of Book of the Gospels
Candidates kneel before the Bishop to receive the Book
Kiss of Peace
No Prayer of the Faithful
Liturgy of the Eucharist
New deacon brings offerings and assists Bishop
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